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GROUP CORDER 1500.1

From: Commanding General

To: Distribution List

Subj: FORCE HEADQUARTERS GROUP FORMAL TRAINING STANDARD OPERATING PROCEDURE
Encl: (1) Formal Training Request Flow Chart (SMCR)

(2) Formal Training Request Timeline by School

(3) Prioritization Worksheet

{(4) FHG Subordinate Unit Annual Formal Schools Baseline
(5) Nomination Spreadsheet Example

(6) TQM Process OQutline

(7) Cross—-Org Worksheet for Active Reserve

(8) Active Duty Funding Request Spreadsheet

1. Purpose. In order to provide the best quality training to the units
of Force Headquarters Group (FHG), this Standard Operating Procedure (SOP)
has been established to provide standardization and guidance.

2. Situation. FHG G-3 will work with Marine Forces Reserve (MFR) and
subordinate units to provide guidance, prioritization, process management,
school seat allocation, and procure funding for SMCR, AR, and AD Marines
assigned to FHG and subordinate units to attend formal training.

3. Mission. This order establishes a standard operating procedure for
formal training allocation and funding for FHG and subordinate units.

4, Execution
a. Coﬁmander’s Intent and Concept of Operations
(1) Commander’s Intent
{a) Prioritization: Deployments and OCONUS exercises continue
to be top priority, followed by support for other named exercises.

Subsequent priorities include Professional Military Education (PME) and
additional refresher / proficiency training.

(b) Accountability: Everyone involved in the formal schools
process shares responsibility, from the individual Marine through the FHG
command element. It is imperative that we, as leaders, are responsible for
the lawful obligation and execution of tax payer's dollars; every single
dollar counts and efficiency is of the utmost importance.
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(2) Concept of Operations

{a) FHG subordinate units will produce an annual training
requirement baseline (enclosure 4) one month prior to the beginning of
every Fiscal Year. The baseline should include formal schools that are
funded by FHG's annual training budget (Example: mission essential schools
that are critical to meet your METs). MFR formal training will set FHG's
annual training budgel and fund through PID-P. FHG subordinate units will
produce a school prioritization worksheet submitted to FHG two months
prior to the beginning of the next quarter. After prioritization
worksheets (enclosure 3) are received from all FHGs units, FHG G-3 will
produce a consolidated prioritization list based on Commander’s
priorities. The prioritization worksheets should include MFR funded
schools for SMCR Marines only. Based upon the training budget, FHG G-3
Training will allocate school seats based on prioritization and budget.
There are no mitigating circumstances should the authorized funding level
be exceeded. Note that school seat availability does not necessarily mean
there is money to fund it. For SMCR training request flow, see enclosure

(1) .
(b) Tasks
(1) FHG CoS

{(a) Validate FHG's consolidated prioritization worksheet
before it is submitted to MFR.

(b) Provide prioritization guidance to subordinate unit
leaders on formal training.

(2) FHG G-3

{(a) Provide guidance to Inspector-Instructors (I-Is) on
prioritization of schools based on Commander’s Intent.

(b) Keep I-Is informed of any special circumstances
regarding formal schools and fiscal posture.

(3) FHG G-3 Training Section

(a) Facilitate nominations from MSCs.

(b) Validate school nominations to FHG prioritization

worksheet.
(¢) Ensure Marines are enrolled in MCTIMS/appropriate

school systems.
{(d) Track the FHG budget/conduct reconciliations with

MFR.

{e) Keep the G-3 informed of current schools issues and

budget.
(f) Request funding from MFR for AR/AD Marines.

(g) Track historical data on all school submissions and
costs throughout the FY.
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(e) Provide guidance to unit training sections.
(f) Brief the G-3 on any Marines dropped from schools.
{g) Identify funding shortfalls.

(4) Unit CO and I-I

(a) Validate uniﬁ prioritization worksheets for formal
schools quarterly.

(b) Be prepared to brief the Chief of Staff on Marines
who do not attend a formal school without an identified replacement.

(5) Unit Training Sections

(a) Screen/validate nomination.
(b) Ensure MARFORRES has a seat in MCTIMS.
(c) Be prepared to submit a TQM request (enclosure 6).

(d) Ensure the nomination is on the unit prioritization
worksheet (enclosure 3).

{e) Ensure the nominee meets the pre-requisites.

{(f) Adhere to formal training request timeline -(enclosure
2).

(g) Submit nomination utilizing the nomination
spreadsheet . (enclosure 5) via email to the FHG G-3 Training mailbox
fhgg3traininglusmc.mil,

{h) Follow up with nomination in MCTIMS in accordance
with formal schools request timeline (enclosure 2).

(1) Ensure MROWS orders are drafted in order to provide
an accurate cost estimate to FHG.

(J) Ensure MROWS orders are authenticated before a Marine
goes to school.

5. Administration and Logistics

a. Administration

(1) If a Marine does not execute training after funds are obligated,
orders must be canceled within five working days in order to liquidate funds.

(2) Upon completion of training, ensure travel claims are settled
within five working days in order to process obligated funds and balance
budget.
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(3) These administration requirements will allow FHG to conduct real-
time budget analysis to eliminate allocated unfunded seats.

{(4) For reserve PME, an annual MARADMIN will be published and FHG G-3
Training will disseminate information and amplifying guidance.

b. Logistics

(1) Primary funding source for SMCR additional and
refresher/proficiency training is PID-P.

(2) PMOS schools are funded by RIT/RAT. IAW MARADMIN 503/13,
COMMARFORRES G-3 nor any of its affiliates are authorized to fund any PMOSs.

(3) Active Reservist primary funding source is MFR utilizing cross
organization worksheet (enclosure 7).

(4) Active Duty is primarily funded by TECOM (enclosure 8).

6. Command and Signal

a. Command. This order is effective the date signed and is applicable
to all units and personnel within Force Headgquarters Group.

b. Signal. Address all questions pertaining to training or schools to
the FHG Training Officer at 504-697-7508 or the FHG Training Chief at 504-

A

STIMON
Chief of Staff
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Formal Training Flow Chart (SMCR)
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Formal Training Reguest Timeline by School

ATRRS
45 Days minimum from the report date nominations received by FHG

15 Days prior to report date, Army pulls back all sister service school
allocations that are unfilled

8-48 Hours after submission into MCTIMS nominees will reflect enrolled

MCTIMS/NTRRS

30 Days minimum from the report date nominations received by FHG

PRIORITIZATION WORKSHEETS BY QUARTER

Units must submit their prioritization worksheets two months prior to the
first day of the upcoming quarter IOT allow FHG to collect/compile and
complete the FHG prioritization worksheet prior to the 45 day requirement for
ATRRS schools.

ADMIN NOTES
Total Quality Management (TQM) process takes up to (5) working days

AD funding request spreadsheet submitted to FHG NLT 30 days prior to report
date ) ;

AR cross organization worksheets submitted to FHG NLT 30 days prior to report
date

TECOM funding letter for Active Duty Marines should be received by the unit
NLT 15 days prior to the report date

Unit Training Chiefs should review up nominations in MCTIMS 3-5 days after
submission to FHG G-3 Training in order to confirm status of nominations

Enclosure (2.)
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Prioritization Worksheet
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FHG Subordinate Unit Annual Formal Schools Baselines

1. ANGLICO
a. TACP: 4 minimum*
b. JFO: 15
¢. Airborne: 40
d. Static Line Jump Master: 3
e. FSCC: 5
f. MAGTF Fires: 5
g. SERE: 25
h. WTI Air Officer: 1
i. LRSLC / Ranger / Pathfinder / Air Assault:
2. CAG
3. Comm
4, ISB
5. LEB
Notes:

-Units listed in Alphabetical order
-8chools listed in order of priority
-*Required for operational capability (no fail)

2
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Nomination Spreadsheet
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TOM Process Qutline
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Cross-Organization Worksheet for Active Resgervists

Cross-Or ganization “XORG” Woxl\sheet
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Traveler’s Data
Full SSN: First Name: ML LastName: Active Reservistsi
123-45-6789 JOE NAVY Yes or No
Unit DTS Organization Name:i.e.DM6167 g
Once youlogininto DTS, this information can be found under the "Welcome.”
Email Address: Phone Numben: 123-456-7890
Joe.navy@USMC.MIL
Name of Course: Location of Training: Estimated | $2,900.00
Areyouregistered: Yes or No | Quantico, VA Cost:
Course Dates:
Unit Data
FDTA Name: FDTA Phone Numben
This will be your certifierin DTS 123-456-7650
Approving Official (AD)Name: Approving Official Phone Number:
This will be your approver in DTS 123-456-7890

Funding Data and Action (to be filled out by Unit providing the funds)

Cross-Org LOAlabel:
DM6167MFR67861G3T3 13 FORMALSCHOOL

Purpose of TAD:
Action completed in DTS by: Data:
FDTA should retain this worksheatin their‘pending’ file; untilthe | SDN:

obligation postsin SABRS. Then, itshould be sttached tothe SON |
inthe Document Log of MFS.

Enclosure ()
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Active Duty Funding Request Spreadsheet

Enclosure (8)
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